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Statement of Problem 
The prima17 purpose of this survey was to determine the extent and 
use of office machines in the public high schools of Florida. 
Analysis of the Problem 
The subordinate problems included in this study were as follows: 
1. To determine the average age of the office machines 
2. To determine the average number of years that the 
various machines are used before they are traded for 
new machines 
3. To determine the n'tiDlber of additional machines needed 
by the schools 
4. To determine the methods of obtaining new equipment 
5. To determine the provisions made for repairing machines 
6. To determine the teaching plans used in the schools 
7. To determine whether or not the office machines course 
is compulsory for all students 
S. To determine the average periods a day and a week the 
office machines course is taught 
9. To determine the average length of the class period and 
the average enrollment per class 
10. To determine the extent to which the office machines 
courses prepare the students for beginning business 
positions--acquaintanceship, a working knowledge, or 
vocational competency 
11. To determine the major improvements in the office 
machines course desired by the teachers 
2 
Justification of the Problem 
Equipment which is in a fairly good condition and up to date is 
necessary in order to teach office machines efficiently. Therefore, the 
results of an office machines survey could be used by business department 
heads to justify the revision of courses, the discarding of outmoded 
machines, and the purchase of additional equipment. Also, the results of 
such a survey could be compared with another state, or with all states. 
Scope of the Study 
This survey included all the public high schools in Florida, white 
and negro, which were listed in the Florida Educational Directoryl of 
1949 as having one or more high school teachers. 
The office machines course included only those machines taught as 
a separate subject. 
Office machines taught as a part of other subjects were considered 
as integrated office machines work. 
Grades lD-12 were considered as high school. 
Definition of the Terms 
The following defini tiona were used in this survey: 
Office Machines Course. For the purpose of this study, all office 
machines courses taught as separate subjects fall in this category. 
Integrated Office Machines Work. For the purpose of this survey, 
~ailey, Thomas D., Florida Educational Directory, State Department 
of :Bducation, Tallahassee, Florida, October, 194§, pps. 23-81.. 
integrated office machines work refers to the various office machines 
taught as a part of another class, such as the integrating of office 
machines work with typewriting, bookkeeping, and business arithmetic. 
~ School. In this study, grades 10-12 are considered as high 
school. 
Instructiopal ~l· In this study, Instructional Plan 1 means 
that the student spends a period of time on a given machine, then 
changes to another machine until all machines have been studied. 
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Instructional ~g. For the purpose of this study, Instructional 
Plan 2 means that each student operates the same kind of machine at the 
same time until he obtains vocational proficieney. 
Instructional ~ l• For the purpose of this survey, Instructional 
Plan 3 means that the students assume the positions of office employees, 
perform the activities related to the positions, and, at intervals, the 
students are assigned to different positions. 
Organization of the Study 
In Chapter I the statement, analysis and justification of the 
problem are given. Chapter II reviews the related literature in the 
field. The procedures and development of the survey instruments are 
presented in Chapter III. Chapter IV contains an analysis and 
interpretation of the check list and office machines survey report. 
Chapter V summarizes the findings based upon the analysis of the data. 
CHAPTER II 
REVIEW OF RELATED LITERATURE 
In this chapter the following articles and research studies are 
reviewed. 
Some of the names given to the office machines course are: office 
practice, secretarial training, secretarial office practice, general 
clerical practice, bookkeeping office practice, business machines and 
office machines. Concerning a trend toward a three-course program of 
office-practice training, Meanan1 stated: 
The pioneers in office practice conducted many surveys 
and classroom experiments to perfect the content and methods 
of teaching the subject. As a result of these studies, and 
follow-up studies of the positions held by commercial graduates, 
a three-course program of office-practice training seems to be 
evolving. The three courses are: Office Practice for 
Secretarial Students, Office Practice for Bookkeeping Students 
and Office Practice for Clerical Students. 
Not only do the names for the office machines course vary but also 
the instructional plans for teaching office machines. The plan depends 
upon the size of the business department, the number of machines 
available, and the tYPes of machines. 
Ra.uch2 found that no ideal plan exists that will f'1 t every school 
or every individual. The course should be planned to train the student 
for a job in a particular community or the surrounding communities. 
There are seldom two schools that have the same needs or equipment. 
lMeehan, James :a., 11 Secretarial, Office, and Clerical Practice, 11 
~Business Education World, January, 194o, p. 4o7. 
2Rauch, Jua.ni ta M., 0Evaluating Instruction in Office Machines, 11 
American Business Education, May, 1950, P• 258. 
Rauch also found that, according to investigation and study, the 
following objectives seem to be most often selected: 
1. Proficiency basis-- turning out operators who can hold 
down a machine position without further training 
2. Semi-proficient basis--know one machine fairly well 
and have a general knowledge of the others 
3. Acquaintanceship basis--a general knowledge of all 
the machines, but not a proficient operator on any 
4. Personal use basis1 
Rauch further stated that the instructor of the office ma.chines 
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course must choose the suitable objective according to community survey 
requirements and the school philosophy. 
Educators do not always agree as to the definitions of each of the 
teaching plans. The three most common instructio!l..al plans used are: 
rotation plan, battery plan, and integrated office plan. 
Turille2 defines the plans as follows: 
Rotation Plan--the student spends full time on a given 
machine; then rotates to another machine, keeping up 
this procedure until all the machines have been studied. 
:Battery Plan--the room is equipped with enough machines 
of one type so that each pupil is operating the same 
kind at the same t illle. 
Integrated Office Plan--positions are given titles and 
students are moved from position to position. Officers 
are elected. Student•• as employees, are given specific 
job classifications as file clerks, typists, stenographers, 
and bookkeepers. 
A further explanation of these teaching plans and the limitations 
1!lli, P• 25S. 
2Turille, Stephen J •• Principles and Methods in Business Education, 
McClure Printing Company, Virginia, 1949:" pp. 22S-229. 
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of each was reported in an article by Allee.l Although the battery plan 
may be successful in a large school, it is not always practical for the 
smaller schools, as it is impossible for some schools to have enough 
machines of one type for every pupil to use at the same time. With the 
integrated plan of teaching office machines, enough equipment and space 
to set up a model office are necessary. In most instances the rotation 
plan, which enables the pupils to go from one machine to another, seems 
the best, as it should fit all school situations. Even in a small school 
the pupU will be able to get the proper fundamentaJ. training, by using 
this method, so that he can adapt himself to office situations. 
According to BaJ.sley2 there is a trend toward a separate machines 
course: "With the increased use of machines for various office 
Qperations, the tendency has been in the larger high schools to give 
instruction in business machines in a course by itself. 11 
In his thesis, Chase3 found that many schools have purchased 
machines that were not used in the area in which their graduates worked. 
Other schools purChased machines that were idle for months because a 
qualified repair man was not available. 
On the same subject, Balsley4 stated that more teachers are making 
occupationaJ. surveys of the business a.n.d industriaJ. areas served by' 
lAllee, Arthur, "Methods in Teaching Office Machines," American 
Business Education, October, 1948, pp. 44-45. 
2BaJ.sley, Irol Whitmore, "Office Training," Physical Layout, 
~quipment, Supplies for Business Education, T.he American Business 
Yearbook, Vol. 5, The National Business Teachers Association and The 
Eastern Business Teachers Association, New Jersey, 1948, p. 319. 
3chase, David, The Organization of ~ Office Practice Course, 
Master's Thesis, Boston University, 1~8, p. 11. 
~alsley, .2J?..• cit •• p. 314. 
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their sChools in order to determine the types of jobs available to their 
graduates. TeaChers are also attempting to determine the types of jobs 
open for experienced and inexperienced workers. 
A survey of the employment area. as a means for deciding what machines 
to purchase for a machines course is advisable. This medium for purchasing 
equipment bas been advocated by ma..ny different people. 
The article written by Walker1 applies not only to vocational schools 
but also to the regular public sChools as well: 
A community-wide, employment opportunity survey will 
reveal the number and kinds of office jobs in the sChool 
service area; the normal annual demand for various kinds of 
office workers, and the type of school training necessary 
to prepare prospective employees for entrance into the jobs 
available. 
The n'1ll11ber of machines to be purchased depends a great deal on 
whether or not the teacher is striving for vocational competence or a 
lesser degree of competency. 
In another article Meehan2 reported that before teachers consider the 
degree of competency to be required they must recognize the fact that all 
office machines are not alike and tba.t the same amount of time is not 
spent at each machine. According to Meehan, the three recognized levels 
of competency in the teaching of office machines are: 
1. An acquaintance knowledge of the maChine, beyond 
whiCh point fortunately most office instruction 
has progressed 
2. A working knowledge of the f'undamental operations-
addition, subtraction, multiplication, and division, 
lwalker, A. L., "Vocational Office Training,'' Monograph 1Q.. South-
Western Publishing Company, May, 1949, P• 1. 
2Meehan, James R., "The Selection of Equipment for Office Practice 
Laboratories," The Balance Sheet, March, 1947, P• 302. 
the point to which most office maChine instruction 
has not progressed 
3. Occupational competency or the attainment of a 
marketable akill in the operation of a given office 
machine, the point to which we hope to progress 
within a few yearsl 
How well a school may be equipped depends a great deal upon the 
financial condition of the school and the demands of the community. 
2 In a study of office machines, in and out of the department, Brase 
reported that in many high schools the business departments have to make 
the most out of the few office machines they have. In some schools the 
machines are not even a part of the regular equipment of the business 
department but are in the school office or in other departments of the 
school. 
Liles,3 in his article, also reported on conditions in the small 
school. He stated that the small school does not always accompliSh as 
muCh as it could, because of the idea ths~t it can do nothing because of a 
lack of :funds and a limited teaching staff. Also, thJ'~ wise selection 
and the utilization of equipment purchased, training in office machines 
can be offered by the small schools. Liles further stated that the amount 
of equipment necessary depends on the number of students, and the cost 
depends on whether the machines are hand driven or electrically driven. 
1Ibid, P• 302. 
C?:srase, Elsa, "A Study of Office Machines-In and Out of the 
Department," Business Education Outlook, 1949-1950, P• 6. 
3zailes, Dr. Parker, "Shaping a Clerical-Training Course for Your 
School, 1 Business Teacher, September-October, 1949, p. 21. 
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On the phase of the New Jersey State Survey concerning the need for 
good machine equipment, Amesl stated: 
Though business teachers have, of course, indicated a 
greater alertness than principals to the need for machine 
equipment for the business department of the secondary 
schools, inventory figures indicate that little attention has 
been given in the past to .the essential office equipment needs 
of the secon.da.ry schools. The lack of variety, quantity, and 
quality of business machines equipment hinders the adequate 
broad marginal job-level training, appropriate to meet the 
needs of pupils. 
According to Partin and Dial2 office machines, aside from the 
typewriter, are generally of four kinds: 
1. Dictating machines, or those intended to substitute 
mechanical for manual note taking 
2. Duplicating machines, or those designed to duplicate 
written or typewritten material 
3. Calculating machines, or those capable of making 
computations of various sorts and recording the 
results 
4. Miscellaneous machines devised to perform various 
other taSks previously done by hand 
Cbase,3 in his thesis, summed up the factors to be considered in 
purchasing equipment. In determining which make of machine of each type 
to purchase, the factors to be considered are: 
1. The extent to which each machine is used in the 
local offices 
2. T.he cost of that and other machines of the same type 
3. Available repair facilities during the school year 
lAmes, Spencer B., "New Jersey State Survey," American Business 
Education, October, 1949, p. 22. 
2Partin, l111lie Curtis Wright and Dial, Fred W., "A Course in 
Business Machines," The Balance Sheet, November, 1945, p. 84. 
3Chase, ~· cit., p. 10. 
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Musselman1 reported on some of the problems of the small high school, 
particularly on the trade-in policy. According to Musselman how often 
typewriters should be purchased depends partially on the number of periods 
during the school dq that the machines are in use. Table I, in his 
report, shows that schools should trade typewriters for new ones every 
three, four, or five years. The figares are based on trade-in allowance 
supplied by a typewriter agency in Kentucky. There should be some kind 
of trade-in policy established between the principal and the business 
teacher in each school. In this way the number of machines to be traded 
can be determined in advance. 
Balsley-2 stated that for many years teachers made the office-practice 
course a textbook course and gave little attention to co-ordinating course 
content with job opportunities and job requirements. The trend, however, 
in a laboratory type of class is to use the book as a reference book. 
In her survey of the equipment in the office machines courses in the 
state of Massachusetts, Brown3 discovered: 
1. All types of equipment were found in the schools of 
Massachusetts. In general, the amount of equipment 
increased in proportion to the size of the population. 
2. T,ypewriters were available in every school regardless 
of the size of the community, with the Royal and the 
Underwood typewriters being found most frequently. 
~usselman, Dr. Vernon A., 11 Solving Some Problems of the Small High 
School, 1 Business Teacher, January, 1950, p. 121. 
2:ealsle'y, loc. cit. 
~rown, Mary A., !_ Survey ~ ~ Equipment !!!. ~ Office Machines 
Courses in the State of Massachusetts, Master's Thesis, Boston University, 
1949, PP:-77-79• -
The next most frequently found machine was the 
calculator. 
3. The most expensive machines such as bookkeeping 
machines and adding machines were retained in service 
longer than the less expensive machines, as indicated 
by the model years. 
4. The smaller machines were more up to date than the 
larger machines. 
5. The schools appeared to make an effort to keep their 
equipment in good condition to insure training their 
students adequately, for two-thirds of the machines 
were reported to be in good condition with relatively 
few machines being classified as in poor condition. 
6. The course, in office machines, as a rule, was 
offered during the 12th year. 
7. The amount of time allotted to the training of students 
in office machines increased with the increase in the 
population of the community. 
s. Students were taught to operate office machines 
generally by rotation plan. 
9. The majority of the schools required the stenographic 
students to take the office practice course, while 
business students and clerical students were next. 
10. The average number of periods a day in which the office 
machines course was given was one, while most schools 
offered the course five times a week, using a 4o-minute 
period. 
11. Approximately half of the schools reported that they 
did use a course of study, while half of the schools 
reported they did not use a course of study. 
12. The majority of the schools had not made a surve.y of 
their employment area. 
13. The majority of the machines possessed by the high 
schools were reported to be similar to those used in 
business. · 
14. About one-half offered students only a working 
knowledge of the business machines, while one-fourth 
of the schools provided only an acquaintanceship 
course, and even fewer schools trained their students 
to be vocationally competent. 
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15. ~e method of purchasing new equipment was generally 
through regular budget allowance and upon the request 
of the teacher or supervisor. 
16. Repairs were generally made once a year or only when 
breakdowns occurred, with minor repairs being made by 
the teacher. 
17. The major improvement most teachers stated they would 
like made was the establiShment of a co-operative 
training program.l 
The foregoing investigations indicate that the names of courses, 
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instructional plans for teaching office machines, methods of purchasing 
and repairing machines, degrees of competency, and the use of textbooks 
vary with the communities and the school departments. 
In Chapter III the procedures used in making the survey of Florida 
will be discussed. 
1Ibid, PP• 77-79. 
CHAPTER III 
PROCEDUBES 
The procedures used in conducting this survey were as follows: 
1. An analysis was made of the current literature and 
research studies in order to obtain information for 
the research instruments so that the extent and use 
of office machines in the public high schools of 
Florida could be determined. 
2. A check list, an office machines survey report, and 
a letter of transmittal were constructed. 
3. On December l, 1950, one copy of the check list 
(Appendix B), two copies of the office machines survey 
report (Appendix C), and a letter of transmittal 
(Appendix A) were sent to 22S white and to 102 negro 
public high schools in the state of Florida. The 
respondents were requested to keep one copy of the 
office machines survey report for their files. 
4. On January 10, 1951, follow-,.lp postal cards (Appendix D) 
were sent to the 227 schools which had not replied. 
5. Reply postal cards were sent to those schools which had 
omitted answering questions concerning the size of the 
high school enrollment or the size of the community. 
6. The data from the check list and office machines survey 
report were tabulated; tables were constructed, and the 
information analyzed. The white and negro schools were 
kept separate, not for comparison purposes, but in case 
anyone from Florida, or others, might be interested in 
the results. The white and negro schools are listed 
separately in the directory. 
7. A summary of the findings was made based upon the 
analysis of the data. 
Development of the Check List 
A check list and an office machines survey report were devised to 
record the kinds, the quantity, and the ages of the machines available 
for training students. The members of the class in the Business 
Education Seminar helped to revise the survey instruments, which were 
based on the study made by Brown1 in the state of Massachusetts. 
The check list was included with an office machines survey report 
in order to determine how the equipment was being used. 
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The writer decided to limit the investigation to a study of grades 
10-12, as Brown2 found that no office machines courses were offered in 
grade 9 in Massachusetts. 
The following groups of popul.ation were decided upon as a basis for 
the tabul.ation of the data: 
1. Under 5,000 
2. 5,000-10,000 
3. lO,OOD-25,000 
4. Over 25,000 
Both the size of the high school enrollment and the size of the 
community were included. In case the respondents failed to answer one, 
the information could be tabulated under the other. The size of the 
comrauni ty could be estimated easily; whereas the size of the high school 
enrollment would necessitate looking up the information. 
As some schools are known to offer machines in the tenth grade, 
while others wait until grade 11 or 12, all three grade levels were 
included.3 
1 Brown, Mary A., ! Survez .2! ,2 Equipment ~ the Office Machines 
Courses in the State of Massachusetts, Master's Thesis, Boston University, 
1949, pp:-8Ii='S5. -
2xbid, p. 74. 
3Ibid, p. 74. 
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When the check list was first presented to the Seminar. the terms, 
rotating plan, battery plan. and integrated plan were included in the 
check list. It was decided that the definitions of these plans were not 
adequately understood, so the terms were discarded and descriptions of 
· Instructional Plan 1, Plan 2, and Plan 3 were substituted. 
From previous reading. the writer found that the office machines 
courses tend to be compulsory for different groups. Therefore, a 
question inquiring whether or not the office machines course was 
compulsory was included. 
As schools vary in the number of periods a day or a week in which 
the subject is taught, in the le~h of the class periOd, and in the 
class enrollment, a question was included in order to determine the 
average for each. 
If a survey is made of the office machines in the employment area, 
similar machines could be purchased when feasible and skills developed 
on these particular machines. For this reason questions were included 
concerning an employment survey and the similarity between the machines 
used in schools and in offices. 
The preparation of the student for beginning business positions 
depends upon the objectives of the course, the equipment available, and 
the time element. A question was formulated to find out if the students 
could acquire an acquaintanceship, a working knowledge, or voca~ional 
competency on machines. 
Business educators often wonder how other schools obtain new 
equipment for their departments, whether it be by budget, by request, by 
rental, or on loan from business firms. Therefore, provision was made 
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for obtaining this information. 
Since there are many dif ferent w~s for repairing machines--by 
regular checking, only when breakdowns occur, and other provisions--a 
question was aSked to determine the most common provisions. 
Questions were included to discover whether or not a course of 
study was used in the class and whether the respondent thought that the 
course of study should be revised. 
Space was provided to allow the respondents to indicate the major 
improvements they would like made in their courses. 
Development of the Office Machines Survey Report 
The writer classified the business machines similar to a 
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classification made by Partin and Dial. These main divisions and 
subdivisions were used throughout the survey: 
A. COMPUTING MACHINES 
1. Adding machines 
2. :Bookkeeping machines 
3. :Billing machines 
4. Calculators 
:S. DICTATING MACHINES 
1. Voice recorders and writers 
C. DUPLICATING MACHINES 
1. Addressing machines 
2. Duplicators 
D. TYPEWRITERS 
1. I. :S. M. 
2. L. C. Smith 
3. Remington Rand 
4. Royal 
5. Underwood 
6. Long carriage 
1 Partin, Willie Curtis Wright and Dial, Fred w., 11A Course in 
:Business Machines," The :Balance Sheet, November, 1911-5, P• 84. 
E. MISCELLANEOUS 
1. Check writer 
2. Mimeoscope 
3. Switchboard 
Suggested names of machines were taken from the survey done by 
Brown.1 However, additional machines were added to the list. 
In order to determine the average age of the machines, four age 
groups were set up as follows: 
1. 1-3 years 
2. 14-6 years 
3. 7-9 years 
4. 10 or more years 
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The last column provided space for teachers to fill in the n'UIIlber 
of additional machines desired. 
The results of the findings have been recorded in the next chapter. 
lBrown, .212.• cit., PP• 86-87. 
CHAPTER IV 
AN.AL YSI S AND INTEBPRETATION OF DATA 
In the first part of Chapter IV the findings from the cheCk list 
are a.nal7zed, and in the second part the survey of office machines is 
reported. 
Analysis of the Data From the Check List 
Of the 330 questionnaires sent to the white and negro schools 
listed as having one or more high school teachers, 133. or 4o.3 per cent, 
responded. From the total replies, however, 14 were discarded for the 
following reasons: five were vocational schools and ungraded; five were 
junior high schools; three were elementary schools; and one was a school 
for delinquent and dependent children. Of the remaining 119 schools, 52 
did not have an office machines course at all. 
Out of the 330 questionnaires sent to the white and negro schools, 
228 were sent to the white schools. One hundred and seven, or 46.92 per 
cent of the office machines teachers, responded. One hundred two 
questionnaires were sent to the negro schools, and 26, or 25.49 per cent 
of the teachers, responded. 
Table I, tabulated according to population divisions, shows the 
number of schools responding which offered separate office machines 




NUMBER OF SCHOOLS RESPONDING WHICH OFFERJm SEPARA.TE OFFICE MACHINES COURSES, 

















W - White schools 











1o,ooo- Over Summary 
25,000 25,000 Totals Total. 
w N w N w N 
l 3 9 2 25 10 35 
l 0 l 0 30 2 32 
3 2 4 l 4o 12 52 
119 
In the schools located in eomnn:mi ties with a population of under 
5,000, the findings show that 25 teachers in the white schools, and 10 
teachers in the negro schools teach office machines as a separate course. 
About one-quarter of the schools replying had a separate office machines 
course. 
The findings also show that in the schools located in communities 
with a population of under 5,000, 30 teachers in the white schools and 
two teachers in the negro schools teach office machines through an 
integrated plan. About one-quarter of the schools replying integrated 
office machines work with other subjects. 
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The number of teachers responding from larger communities were very 
few in number. 
Slightly less than one-half of the schools replying did not teach 
office machines at all. 




GRADE LEVELS ON WlliOH OFFICE MACHINES WERE OFFERED 
Under 5,ooo- lO,OOQ- Over S'llJilillal7' 
5,000 10,000 25,000 25,000 Totals Total 
Grade Levels 
w lil' w N w N w N w N 
Separate office 
machines course 
Grade 10 4 1 0 1 0 1 2 0 6 3 9 
Grade 11 11 2 2 2 l 2 4 2 lg g 26 




Grade 10 5 0 0 0 0 0 0 0 5 0 5 
Grade ll 9 1 1 0 1 0 0 0 11 1 12 
Grade 12 9 l 1 0 0 0 0 0 10 l 11 
The findings in Table II indicate that nine schools offered a 
separate office machines course in grade 10, 26 in grade 11, and 32 in 
grade 12. Five schools offered integrated office machines work in 
grade 10, 12 in grade ll, and ll in grade 12. Because some schools 
of fered machines in two grades, percentages or approximations were not 
determined. 
Table III shows the plan used in teaching office machines. · The 
tabulation of the teaching plan used was limited to those schools which 
had a separate office machines course. 
~E III 
PLAN USED IN TEACHING OFFICE MACHINES IN 
SEP ABATE OFFICE MACHINES COURSE 
Under 5,ooo- 1o,ooo- Over 
Instructional 5,000 10,000 25,000 25,000 
Plans 
w N w N w N w N 
Plan 1* g 0 2 1 1 1 1 1 
Plan 2 6 2 0 1 0 1 1 1 
Plan 3 1 0 0 1 0 2 1 0 





12 3 15 
7 5 12 
2 3 5 
2 0 2 
*tl!!:l !_. The student spends a period of time on a given machine, 
then changes to another machine untU all machines have been studied. 
Plan 2. Each student operates the same kind of machine at the 
--same time until he obtains vocational proficieney. 
~l· The students assume the positions of office employees, 
perform the activities related to the positions, and, at intervals, the 
students are assigned to different positions. 
The findings in Table III indicate that 15 schools used Plan 1; 
12 schools found that Plan 2 sui ted their needs; and five schools found 
Plan 3 usetol. 
Two schools reported. using plans not listed in the check list. In 
one school the students worked in the principal's office, and the other 
school did not state the plan in operation. 
Instructional Plan 1 was the most common instructional plan in 
operation with a total of 15 schools. 




EXTENT TO WHICH OFFICE MACHDrn1S COURSE WAS COMPULSORY 
Under 5,000.. 1o,ooo- Over Summary 











W - White schools 
N - Negro schools 
5,000 10,000 
w N w N 
4 0 0 2 
2 0 0 1 
4 0 0 0 
3 1 1 1 
1 0 1 1 
25,000 25,000 Total 
w N w N w N 
0 0 3 0 7 2 
0 2 2 0 4 3 
0 0 2 0 6 0 
0 1 0 1 4 4 
0 0 2 0 4 1 







machines compulsory for the stenographic and secretarial students. Seven 
schools made office machines compulsory for the clerical students. Six 
schools responded that the machines were compulsory for their bookkeeping 
students, end five schools required office maChines from others. 
Some of the schools responding required office machines from more 
than one group of students. 
Table V shows the average number of periods and length of class 
periods office machines were offered, arranged according to curriculum 
classification of students enrolled in the machines course. 
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TABLE V 
AVERAGE NUMBER OF PERIODS AND LENGTH OF CLASS PERIODS OFFICE MACHINES WED 
OFFERED, ARRANGED ACCORDING TO CURRICULUM CLASSIFICATION OF STUDENTS 
ENROLLED IN THE MACHINES COURSE 
Average Average Average 
Number of Number of Length 
Curriculum Periods Periods of Class 
Classification a Day a Week Period in 
Minutes 
White ·· 1iegro White Negro White Negro 
Stenographic and 
secretarial 
students 1* 2 5 8 57 55 
Clerical 
students 2 1 7 5 53 56 
Bookkeeping 
students 1 1 5 7 55 70 
All business 
students 1 2 5 6 54 54 
Other 1 2 5 5 6o 55 
Averages of all 1 2 5 6 56 58 
schools surveyed 
*The numbers have been rounded off to the nearest whole number. 
The findings in Table V indicate that office machines were offered on 
an average of five times a week, one period a day in the white schools, 
and six times a week, two periods a day in the negro schools. The 
average length of the class period was 56 minutes in the white schools 
and 58 minutes in the negro schools. 
25 
The average enrollment per class in the office machines course is 
shown in Table VI. 
TAJlLE VI 
AVERAGE ENROLLMENT PER CLASS ENROLLED IN THE 
OFFICE MACHINES COURSE 
Average Enrollment 
Curriculum Per Class 
White Negro 
Stenographic and secretarial 
students 17* 15 
Clerical students 16 20 
Bookkeeping students 18 19 
All business st'tldents 30 14 
Other 24 g 
Averages of all schools surveyed 21 15 
*The numbers have been rounded off to the nearest whole number. 
The findings in Table VI indicate that the average number enrolled 
in the white schools was 21 pupils, e.nd the average for the negro 
schools vas 15 pupils. 
Orig1nall7 both Table V and Table VI were tabulated according to 
the population. The findings, however, were not significant enough to 
warrant the breakdown. 
Ten schools, eight white schools and two negro schools, responded 
that a recent survey had been made by the schools of the office machines 
26 
used in their employment areas. Forty-seven schools. 37 white schools 
and 10 negro schools, responded that they had not made a survey of their 
employment areas. Ten white schools did not reply to the question. 
If they had not made a survey of the employment area, the 
respondents were asked if they intended to make one in the future.. A 
total of 19 schools, 12 in the white schools and seven in the negro 
schools, responded that they planned to make a survey. Thirty-four 
schools, 31 white and three negro, replied that they did not plan to 
' make a survey. Fourteen schools did not reply to the question. 
A total of 32 schools, or 68.1 per cent of the schools replying to 
the question. stated that the majority of the machines used in school 
were similar to those used in business. Eleven schools, or 23.4 per 
cent of the. schools responding to the question, stated that one-half 
were similar, and four schools, or 8.5 per cent of the schools replying 
to the question, said that very few were simUar. Twenty schools did 
not reply to the question. 
Table VII shows the extent the office machines curriculum prepared 
the students for beginning business positions. 
TABLE VII 
EXTENT OFFICE MACHINES CURRICULUM PREPARED STUDENTS FOR 
:BEGINNING BUSINESS POSITIONS 
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Acquaint- Working Vocational 
Curriculum anceship Knowledge Competency 
White Negro White Negro White Negro 
Stenographic and 
secretarial 
students 4 3 7 2 7 2 
Clerical students 4 1 5 3 2 1 
Bookkeeping students 3 0 g 3 3 0 
All bu.siness 
students 3 0 4 2 0 2 
Others 1 0 2 1 3 0 
Totals 15 4 26 11 15 5 
Summary totals 19 37 20 
The findings in Table VII indicate that 19 sChools, 15 white and 
four negro, offered the students an acquaintanceship with office machines. 
The greatest number 37, of which 26 were white schools and 11 negro, gave 
the students a working knowledge on the machines. Twenty schools, 15 
white and five negro, trained the students to become vocationally 
competent. 
Table VIII, which shows the methods of obtaining new equipment, has 
been subdivided according to the size of the community and according to 
white and negro sChools. 
Means of Obtaining 
Equipment 
Purchase by regular 
budget allowance 
Purchase upon request of 
teacher or supervisor 
Rent machines needed 
Obtain on loan from 
business firms 
Other 
W - White schools 
N - Negro schools 
TABLE VI I I 
METHODS OF O:B!U.Iliil~G NEW ~UIPMENT 
· Under 5,0oo- 1o,ooo- Over 
5,000 10,000 25,000 25,000 
w N w N w N w N 
16 1 2 0 1 1 5 0 
9 3 1 1 0 1 4 0 
0 0 0 0 0 1 1 0 
0 0 0 0 0 0 1 0 




24 2 26 
14 5 19 
1 1 2 
1 0 1 
12 5 17 
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A total of 26 schools purchased machines by regular budget 
allowance. Nineteen schools purchased upon request o:f the teacher or 
supervisor. Seventeen schools used other means. Two schools rented the 
machines, and one school borrowed from business firms. 
Some schools did not limit the purChasing of equipment to any one 
syste.'ll. They used more than one method, such as purchasing by regular 
budget allowance and by donation from businesses or Parent-Teacher 
Association. 
~ of the white schools obtained new equipment by a regular budget 
allowance. Twenty-four schools used this system for purchasing equipment. 
Fourteen schools purchased equipment upon the request of the teacher or 
supervisor. One school rented the machines needed. One school obtained 
the new machines b,y borrowing them from a business firm. Twelve schools 
obtained machines b,y some other method. In one system the Co'lmty Board. 
of Education purchased the machines if they received a requisition from 
the principal at the beginning of the year. In another school students 
were charged a fee. One respondent stated that the business education 
department bought the Mimeograph and calculator from the profits of the 
school paper. One school purchased one typewriter each year. One school 
obtained their machines througn donations from businesses in the town or 
by the Parent-Teacher Association and the School Board. Another 
respondent stated that the school earned money to buy new machines. In 
another school the department "fell heir11 to the machines when they 
became obsolete, and they also borrowed equipment in use in the school 
office. 
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In the negro schools :ma:cy schools purchased the machines upon 
request of the teacher or supervisor. Jive schools reported they used 
that system, While five schools had other means. One school stated that 
they sent a request to the supervising principal. Another purChased 
equipment from money in the school fund or treasury. Two schools 
purchased equipment by regular budget allowance. One school rented the 
machines needed, and no negro schools borrowed machines. 
Table IX indicates the types of provisions made for repairing 
machines. 
Twenty-seven schools made repairs only when breakdowns occurred. A 
total of 26 had machines repaired or checked every year, while 26 schools 
had other methods of repairing. Jour respondents reported that machines 
were repaired every three months, and two schools reported that repairs 
were made every six months. 
As there were so many different types of repairs in the "other" 
group, the writer has made a separate written breakdown of this division. 
In some towns the County planned a regular routine for repairing 
machines. Four schools reported that the machines were repaired each 
month. In one school the machines were checked and minor repairs made 
every two weeks. Two schools reported that the machines were repaired 
under contract. In addition to the previous white schools, three white 
schools reported that the mac.'tines were repaired when needed. One school 
stated that the machines were repaired or checked every three years. 
Another school reported that the machines were also repaired once a year 
when the machines were not in use. In one school if the repair man did 
not come, the teacher took the machines in to be repaired. The remaining 
TABLE IX 
TYPES OF PROVISIONS MADE FOR THE REPAIRING OF lUOHINES 
~es of Provisions Under 5,0oo- 1o,ooo- Over Summary 
. for 5,000 10,000 25,000 25,000 Totals Total 
Repairing Machines 
w N w N w N w N w N 
Repaired or checked every 
year 14 2 3 1 1 2 3 0 21 5 26 
Repairs made every six 
months 2 0 0 0 0 0 0 0 2 0 2 
Repairs made every 
4 three months 3 1 0 0 0 0 0 0 3 1 
Repairs made only when 
6 breakdowns occur 10 1 3 2 1 2 7 1 21 27 
Other 17 0 2 0 1 2 3 1 23 3 26 
respondents in this group did not specify the type of provisions made 
for repairs. 
~ee negro schools reported other means for repairing machines. 
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Two of these schools stated that the repairs were made whenever necessary, 
and one school stated that no money was allowed tor repairs. 
Since several of the schools employed more than one type of provision 
:for repairing machines, the only approximation that could be made was that 
most of the schools made repairs only when breakdowns occurred. 
A total of 20 schools used a course of study in the office machines 
course. Of this number 14 were white schools and six were negro schools. 
Twenty-one schools, 16 white schools and five negro schools, did not use 
a course of study. Of the 26 schools that did not answer the question, 
25 were white schools and one a negro school. 
Twenty schools, 14 white and six negro, did feel that their courses 
of study should be revised; whereas 10 schools, seven white and three 
negro, stated that they did not feel the course of study should be 
revised. Thirty-seven schools, 34 white and three negro, did not reply 
to the question. 
Table X indicates the major improvements desired Qy respondents. 
The findings in Table X show that 33 schools desired the purchase of 
more equipment. Seventeen schools responded that they would like a 
co-operative training program. The same number of respondents would like 
an a.dd.i tional teacher to allow for more specie.lized training. Eleven 
respondents thought the preparation of job sheets for the various 
machines would be helpftll, and two respondents made other suggestions. 
One respondent said that they needed more pupils in ;bigh school so 
TABLE X 




Preparation of job sheets for 
various office machines 
Jllmployment of a co-operative 
training program 
Purchase of more equipment 
Additional teacher to allow 
for more specialized 
training 
Other 
W -White schools 









5,ooo- lO,ooo- Over 
10,000 25,000 25,000 
w N w N w N 
0 0 1 1 4 1 
0 0 2 2 1 2 
4 2 1 3 6 2 
1 2 1 2 2 1 




9 2 11 
12 5 17 
25 g 33 
11 6 17 
2 0 2 
teachers wouldn 1 t have to teach so many subject areas, and the other 
teacher wanted more classroom space. Several schools stated that they 
would like as many as four of the improvements listed on the cheCk list. 
Analysis of the Data From the Office Machines Survey Report 
As the majority of the schools replying to the survey were in the 
under 5,000 group, the number of machines reported was small. Many of 
the schools were located in rural areas with a high school enrollment of 
but 20 pupils. Also, because the enrollment was so small, several of the 
schools reported that they had but one business teacher, who often had to 
teach many different subject areas. Only 12 schools in the over 25,000 
group replied to the survey. Some of these schools had an enrollment of 
over 2,000 pupils. One principal, however, remarked that the school had 
grown to such an extent that they were lucky to be able to keep desks and 
rooms ahead. In this particular school they had three typewriting rooms, 
with 35 machines in each room, to be used by 1,500 students. As a result, 
the pupils went to vocational school after finiShing high school and took 
a year of office machines work. 
In some schools pla.ns were being formulated to purchase machines, as 
the schools were in the process of building up their business education 
departments. One school reported that they needed more machines, but 
they had no room for them. 
Because their school had but a limited number of machines one 
teacher took her Future ~usiness Leaders of America Club to an office 
machines store to see the electric machines and the different machines. 
35 
She also took them to different business offices in the community so the 
pupils would see the machines being used in business. 
Typewriters, duplicators, and adding machines were the machines most 
commonly used by the business departments. 
The total number of adding machines are shown in Table XI. 
Table XI shows that 89 manual adding machines and 19 electric adding 
machines, or a combined total of lOS machines, were possessed by both 
white and negro schools. In the under 5,000 group, white and negro 
schools combined, there were 36 manual adding machines and four electric 
machines. The 5,000-10,000 group had a total. of five manual mac.."tines and 
four electric machines. Thirteen manual machines and three electric 
machines were reported in the lO,OOD-25,000 group, e.nd 35 manual machines 
and eight electric machines in the over 25,000 group. Though it appears 
from the table that the under 5,000 group and the over 25,000 grou:p had 
almost the same number of manual adding machines, the totals represent 
26 schools in the under 5,000 group and 12 schools in the over 25,000 
group. 
The :Burroughs adding machine was the machine most commonly possessed 
by almost one-third of the schools responding. A total of 21 schools, 15 
white and six negro, had :Burroughs machines. Of this amO'tlllt, one white 
school had a total of 10 machines and another had six. Four :Burroughs 
was the largest number of any adding machine possessed by a single negro 
school. 
Less than one-fourth of the schools replying, 13 white and three 
negro, had Underwood-Sundstrand machines. 
Twelve schools, 10 white and two negro, had Remington Rand machines. 
TABLE XI 
TO'l!AL NUMBER OF ADDING MACHINES 
Canbined 
Under ·5,00o- 1o,ooo- Over Total 
Adding 5,000 10,000 25,000 25,000 Totals of 
Machines Manual and 
M E M E M E M E M E Electric 
White Schools 
Allan Wales 2 0 0 0 0 0 0 2 2 2 4 
:Burroughs 12 0 0 0 1 2 18 2 31 4 35 
Monroe 0 0 0 0 0 0 1 0 1 0 1 
Remington Rand 7 2 2 0 0 0 4 1 13 3 16 
Underwood-
Sundstrand 7 1 0 1 1 1 9 2 17 5 22 
Victor 2 0 0 0 1 0 0 1 3 1 4 
Others: 
R. c. Allen 3 0 0 0 0 0 0 0 3 0 3 
Corona 1 0 0 0 0 0 0 0 1 0 1 
:Sarrett 0 0 0 0 0 0 1 0 1 0 1 
Negro Schools 
Allan Wales 0 0 1 0 0 0 1 0 2 0 2 
:Burroughs 1 0 2 0 7 0 1 0 11 0 11 
Monroe 0 0 0 0 0 0 0 0 0 0 0 
Remington Rand 0 0 0 3 1 0 0 0 1 3 4 
Underwood-
Sundstrand 0 1 0 0 1 0 0 0 1 1 2 
Victor 1 0 0 0 1 0 0 0 2 0 2 
Totals 36 4 5 4 13 3 35 8 89 19 108 
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Very few schools had other machines: Allan Wales, Monroe, Victor, 
R. c. Allen, Corona, and Earrett. 
About one-fourth of the schools reporting did not have ~ adding 
machines. Most of the remaining schools had just one machine. 
TABLE XII 
SUMMARY TOTAL OF ADDING MACHINES 
Combined Combined 
Total of Total of 
Adding Machines Manual. and Manual and Summary 
Electric Electric Total 
White Negro 
Allan Wales 4 2 6 
Burroughs 35 11 46 
Monroe l 0 1 
Remington Rand 16 4 20 
Underwood-Sundstrand 22 2 24 
Vietor 4 2 6 
Others: 
R. c. Allen 3 0 3 
Corona 1 0 1 
Barrett 1 0 1 
Totals 87 21 108 
Table XII shows the summary of the combined total of manual and 
electric adding machines for both the white and negro schools. 
The total number of duplicators are shown in Table XIII. 
The findings in Table XIII indicate that the Florida schools had a 
larger number of duplicators than adding machines. The schools had a 
total of 114 manual duplicators and 14 electric duplicators, or a 
combined total of 128 duplicators. The under 5,000 group, white and 
negro schools combined, had 73 manual duplicators and four electric 
duplicators. In the 5,00Q-10,000 group, there were 13 manual machines 
and one electric machine. The lO,OOD-25,000 group contained seven 
manual duplicators and two electric duplicators, and the over 25,000 
group contained 21 manual machines and seven electric machines. 
The Mimeograph was the most common duplicator in use with almost 
three-fourths of the schools responding that they had a Mimeograph. The 
Mimeograph was possessed by 36 white and 12 negro schools. Three 
Mimeographs were possessed by one school in the over 25,000 group. 
About one-half of the schools responding had a fluid duplicator, 
26 in the white schools and six in the negro schools. 
Almost one-fourth of the schools replying had gelatin duplicators. 
One white school, in the under 5,000 group, had six. There were 13 
white schools and three negro schools with gelatin duplicators •. 
The Junior Liberator was the least common of the duplicators in 
use. Six schools, five white and one negro school, reported that they 
had this machine. None of the schools had a Multigraph. Six schools 
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TABLE XI II 
TOTAL NUMBER OF DUPLICATORS 
Combined 
5,00o- 1o,ooo- Over Total 
10,000 25,000 25,000 Totals of 
Manual and 
M E M E M E M E Electric 
2 0 1 0 6 1 26 2 28 
1 0 0 0 1 0 22 0 22 
2 1 1 1 9 6 36 11 47 
0 0 0 0 2 0 6 0 6 
0 0 0 0 0 0 0 0 0 
2 0 1 0 1 0 6 0 6 
1 0 1 0 0 0 4 0 4 
4 0 3 1 2 0 13 1 14 
1 0 0 0 0 0 1 0 1 
0 0 0 0 0 0 0 0 0 
13 1 7 2 21 7 114 14 128 
T.A:BLl!l XIV 
SUMMARY TOTAL OF DUPLICATORS 
Total Total Summary 
Duplicators White Negro Total 
Fluid 28 6 34 
Gelatin 22 4 26 
Mimeograph 47 14 61 
Junior Liberator 6 1 7 
Mul.tigra.ph 0 0 0 
Totals 103 25 128 
Table nv shows a summary of the total number of d'IIplicators. 
Te,ble XV shows the total number of typewriters possessed by the 
schools. 
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According to the findings in Table XV, the sChools in Florida had a 
total of 1,620 typewriters. Only one school had an electric typewriter, 
the I. B. M. More than one-third of the typewriters reported were 
RoyaJ.s, and more than one-fourth were Underwoods. Remington Rand and 
L. c. Smith machines, numbering 271 and 222 respectively, were next in 
frequency. Thirty-two long carriage machines were possessed by the 
schools responding. A few other typewriters were recorded by the 
respondents, but the numbers were insignificant. 
About 55, or 82 per cent of the schools responding, had Royal 
typewriters. Over two-thirds, or 48 of the schools replying, had 
Underwood typewriters. Two-thirds, or 44 of the schools responding, had 
Typewriters 
I. :B. M. 







R. c. Allen 
Smith-Corona 
Army Surplus 
No name g1 ven 
Totals 
W - White schools 
N - Negro schools 
















TOTAL N1JMBER OF TYPEWRITERS 
5,ooo- 1o,ooo- Over 
10,000 25,000 25,000 Totals Summa.ey 
Total 
w N w B w N w N 
0 0 0 0 1. 0 1• 0 1* 
16 2 0 11 116 2 199 23 222 
15 9 7 8 82 0 237 34 271 
32 10 13 18 252 4 562 35 ~97 
55 12 8 18 222 1 431 35 66 
2 0 0 2 4 0 25 7 32 
0 1 0 0 0 1 
' 
2 11 
3 0 0 0 0 0 0 4 
0 0 0 0 0 0 2 0 2 
0 0 0 0 0 0 10 0 10 
0 0 0 0 0 0 3 1 4 
123 34 28 57 677 8 1,483 137 1,620 
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Remington Rand typevri ters. About one-hru.f, or 33 of the schools 
replying. had L. c. Smith typewriters. Less than one-third of the schools 
responding had long carriage machines. 
Three schools did not have any typewriters. The number of 
typewriters ranged from one to 50 of a kind. 
Table XVI shows the number of manual and electric machines for each 
classification of machines. The table also shows the average age of the 
machines. 
The total. years do not tsJ.ly with the combined total.s. In some 
instances it vas impossible to find out the ages of the machines, because 
the teachers were newly employed in the system, or records were not 
accessible. As a result some of the ages were not entirely accurate. 
For example, under the Adding Machines, :Burroughs, there were 42 manual 
and four electric machines, a combined total of 46. Seventeen of these 
machines were on the average from 1-3 years old; 10 were from 4-6 years 
old; five from 7-9 years ol~and 12 were 10 or more years. Therefore it 
can be concluded that one-half of the :Burroughs adding machines were six 
years old, or less. 
The findings indicate that the majority of the adding machines were 
six years old, or less. 
Since there were so few bookkeeping machines, and the information 
on the average age of the machines was lacking, no significant findings 
could be recorded. 
!rhe billing machine listed was over 10 years old. 
The calculators averaged seven years old. 
The Florida schools have very few voice recorders and writers. The 
TABLE XVI 
NUMBER OF MANUAL AND ELECTRIC MACHINES AND THE 
AVERAGE AGE OF THE MACHINES 
Total. Number Average Age 
of Machines of Machines 
lXI m m 
Office Machines 0 rd ~ ~ ~ 
.... Gal ~ Q) Q) j ~ !i'Ci! !>a ~ .p 0 .0-P ""' \.0 0"\ Q) so I 
.J ..!. f4 OE-1 r-1 0 
Addiag Machines 
Allan Wales 4 2 6 4 0 0 
:Burroughs 42 4 46 17 10 5 
Monroe 1 0 1 0 0 0 
Remington Rand 14 6 20 10 4 1 
Underwood-Sundstra.nd 18 6 24 9 4 0 
Victor 5 1 6 3 1 1 
Others: 
R. c. Allen 3 0 3 2 0 1 
Corona. 1 0 1 1 0 0 
:Sarrett 1 0 1 0 1 0 
:Bookkeeping Ma.ehines 
:Burroughs :Sank 
Statement 0 3 a 0 0 0 :Burroughs 2 2 0 1 0 
Elliott-Fisher 0 0 0 0 0 0 
Monroe 0 0 0 0 0 0 
Underwood-Sundstrand 2 1 3 0 1 0 
Remington Rand 1 0 1 0 1 0 
Others: 
Ansco 1 0 1 0 0 0 
:Billing Machine 
Make--not given 1 0 1 0 0 0 
Calculators 
:Burroughs 21 0 21 1 0 3 
Comptometer 7 1 g 1 3 1. 
J'riden 0 2 2 2 0 0 
Marchant 0 4 4 2 0 1 
Monroe 5 3 g 0 0 1 
Others: 































~E XVI (Continued) 
NUMBER OF MANUAL AND ELECTRIC MACHINES AND THE 
AVERAGE AGE OF THE MACHINES 
Total Number Average Age 
of Machines of Machines 
Office Machines lXI lXI m () 
'gm i J.t l ~ ...t 1 J.t ~'Cit >. >. ..p () ,O..P l'f"\ \.0 0"\ CD 9~ I j. a!-~ r-4 0 
Voice Recorders ~ 
Writers 
Dictaphone 
4 Transcriber 1 5 1 0 2 
Recorder 0 1 1 0 0 1 
Shaving 0 1 1 0 0 1 
Ediphone 
Transcriber 1 2 3 0 0 0 
Recorder 0 1 1 0 0 0 
Shaving 0 1 1 0 0 0 
Sound.Scriber 0 0 0 0 0 0 
Audograph 0 0 0 0 0 0 
Wire Recorder 3 6 9 6 1 1 
Tape Recorder 3 g 11 9 1 0 
Others: 
Recordio 0 1 1 0 0 0 
Addressing Machines 
Metal Plate 1 2 3 0 2 1 
Stencil Plate 3 1 4 1 1 2 
Duplicators 
Fluid 32 2 34 23 4 1 
Gelatin 26 0 26 9 3 2 
Mimeograph 49 12 61 16 23 6 
_Junior Liberator 7 0 7 4 0 2 




























TA'BLE XVI (Continued) 
NUMBER OF MANUAL AND liiLECTRI C MACHINES AND THE 
AVERAGE AGX OF THE MACHINES 
Total Number Average Age 
of Machines of Machines 
Office l!achines CD CD CD u td !a ~ I or! G) CD j ~ ~al G) G) ~ >. >. 1>;. u ,a _..a G) ~~ tt'\ \0 0\ f4 I .J. ,!. 0 r-f 
Wzpewriters 
I. :B. M. 0 1 1 1 0 0 
L. C. Smith · 222 0 222 52 57 23 
Remington Rand 271 0 271 109 . 6 10 
Royal 597 0 597 215 195 94 
Underwood 466 0 466 128 121 77 
Long Carriage 32 0 32 5 3 11 
Others: 
Woodstock 11 0 11 2 2 1 
R. c. Allen 4 0 4 1 0 0 
Smith-Corona 2 0 2 0 1 0 
Army Surplus 10 0 10 0 0 0 
No name given 4 0 4 0 3 0 
Miscellaneous 
Check writer 4 0 4 0 0 1 
Mimeosco:pe 19 8 27 7 10 6 
Switchboard l l 2 1 0 0 
Cash Register 0 1 1 0 0 0 
Verity-per 0 1 1 1 0 0 
Nia.ga.rasco:pe l 2 3 2 0 0 


























wire recorders and tape recorders were the most numerous and were fairly 
new. 
The addressing machines averaged four years old. 
Almost two-thirds of the duplicators, one of the largest categories 
of machines possessed by the schools, were less than six years old. 
-- ----- ------- - -
Over one-~f of the typewriters listed were less than six years 
old. One-fifth, however, were at least 10 years old, or older. 
The largest group found in the miscellaneous division was the 
Mimeoscope, Niagarascope, and Speed-0-Scope. These machines, with a 
total. of 31, all involve the same principle. Y.any of these machines 
were six years old, or less. 
A summary of the total number of the various classifications of 
office machines is found in Table XVII. 
T.A.'BLE XVII 
SUMMARY OF THE TOTAL NUMBER OF TEE VARIOUS CLASSIFICATIONS 
OF OFFICE MACHINES* 
Types of S'Wili!Iary 
Office Machines Total 
Adding Machines 108 
Bookkeeping Machines 12 
Billing Machine 1 
CalC1llators 44 
Voice Recorders and Writers 33 





*These data are SUJIIIIlarized from Table XVI. 
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Apparently the schools in Florida did not have any definite trade-in 
policy for the machines. In most instances machines were traded whenever 
money was appropriated, when money vas obtained through fund drives, or 
when machines were donated. Most of the respondents did not know the 
trade-in policy of their schools. 
From the replies that were received and the analysis of Table~. 
the conclusions reached were as follows: adding machines were traded 
approximately every seven years, duplicators every eight years and 
typewriters every seven years. No definite conclusion could be reached 
on the other groups of machines, as the information given was 
insufficient. 
Table XVIII shows the total additional machines needed in the 
responding schools. 
The findings in Table ~VIII indicate that the machines most needed 
by the responding schools were typewriters, with the Royal typewriter 
preferred. Remington Rand adding and Burroughs adding machines were the 
most desired in the computing classification. In the duplicating 
classification, the gelatin machine was the most needed, with the 
Mimeograph following. As only four Dictaphone Transcribers and Recorders 
were desired, the schools evidently are not interested in the voice 
recording machines. ~ respondents wanted Mimeoscopes to go with the 
!i ime ographs. 
TAJ3LE XVI II 
TOTAL ADDITIONAL MACHINES NEEDED IN THE RESPONDil~G SCHOOLS 
Machines Total Machines Total 
COMPUTiliG ADDRESSING 
:Burroughs Adding 32 Metal Plate Addressing 2 
Monroe Adding 2 Stencil Plate Addressing 3 
Remington Rand Adding 34 
Underwood-Sundstrand Adding 19 
Victor Adding s DUPLICATING 
R. c. Allen Adding l 
:Burroughs :Bookkeeping 6 Fluid Duplicator 4 
Elliott-Fisher :Bookkeeping l Gelatin 21 
Underwood-Sundstrand Mimeograph 15 
Bookkeeping ~ Multigraph l Remington Rand :Bookkeeping 
:Burroughs Calculator 3 
Comptometer 12 TlPEWRI TERS 
Friden 2 
Marchant 2 I. :B. M. 7 
Monroe Calculator 2 L. C. Smith 38 
Remington Rand 44 
Royal 124 
DICTATING Underwood 47 
Long Carriage s 
Dictaphone Transcriber 4 Woodstock, Electric l 
Dictaphone Recorder 4 Woodstock, Manual 4 
Dictaphone Shaving l No name specified 3 
Ediphone Transcriber l 
Ediphone Recorder l 
Ediphone Shaving l MI SCELLA.NEOUS 
SoundScri ber 2 
Aud.ograph l Check writer l 
Wire Recorder 2 Mimeoscope 7 
Tape Recorder 2 
A summary of the additional machines needed by all respondents can 
be found in Table XIX. 
T.Am.E XIX 





















The replies from the check list and the office machines survey 
report have been analyzed; in the next chapter a S'W111118.rY of these 
findings will be found • 
................ __________________ __ 
CHAPTER V 
SUMMARY OF JINDINGS 
The prima.ry' purpose of this survey was to determine the extent and 
use of office machines in the public high schools of norida.. 
The data were analyzed according to the population of the cities 
and towns, using the following classifications: under 5,000, 5,00o-
10,000, 10,000-25,000, and over 25,000. 
One copy of the check list, two copies of the office machines 
survey report, and a letter of transmittal were sent to 228 white and 
102 negro public high schools. 
1. A. total. of 133 schools, or 4o.3 per cent, responded. From 
this number., however, 14 replies could not be used. Of 
the remaining 119 schools, 52 did not have an office 
machines course at all. One hundred and seven, or 46.92 
per cent of the white schools, responded, and 26, or 25.49 
per cent of the negro schools, responded~ 
2. A. total. of 35 schools responding, 25 white and 10 negro, 
offered office machines as a separate course. 
3. Thirty-two schools, 30 white and two negro, integrated 
office machines work with other classes. 
4. Less than one-half of the schools offered office machines 
as a separate course in grade 12. 
5. Those that integrated the machines work with other 
classes did so in grades 11 and 12, 
6. Instructional Plan 1, or the rotation plan, was the plan 
most commonly used. However, Instructional Plan 2, or 
the battery plan, was used by an almost equal number of 
schools. Instructional Plan 3, or the integrated plan, 
was used by only a few schools. 
1. The office machines course tended to be compulsory for 
the stenographic and secretarial students more than for 
the other classifications of students. An almost equal 
number of business students and clerical students were 
required to take office machines. 
8. The white schools offered office machines on an average of 
five times a week, one period a day. The negro schools 
offered machines approximately six times a week, two 
periods a day. 
9. Twenty-one pupils was the average number enrolled in the 
office machines course in the white schools and 15 in the 
negro schools. 
10. The majority of the schools gave the students a working 
knowledge of the machines. 
11. Very few schools replied that they had made a survey of 
the office machines used in their empl~ent areas. 
These schools also replied that they did not intend to 
make a survey in the near future. A survey would be 
helpful in determining the types of positions available. 
12. About two-thirds of the schools responded that the 
ms,chines used in school were similar to those used in 
business. 
13. A large number of the white schools purchased machines by 
regruar budget allowance. Many negro schools purchased 
machines upon the request of the teacher or supervisor, 
or preferred other means. 
14. Repairs were usually made when breakdowns occurred. 
However, an almost eq'tlal number responded that machines were 
repaired or checked every year. Several schools employed 
more than one type of provision for making repairs. 
15. Although a course of study is considered important in an 
office machines course, less than one-third of the schools 
used a course of study. 
16. Less than one-third of the schools felt that the course of 
study should be revised. 
17. The three major improvements desired by respondents, in the 
order of preference, were purChase of more equipment, the 
employment of a co-operative training program, and an 
additional teacher to allow for more specialized training. 
18. The number of machines reported was small because one-half 
of the schools replying to the survey were in communities 
with a population of under 5,000. Many of the schools were 












Very few of the larger schools reported. Their enrollments 
had increased to such proportions that the money had to be 
spent for desks and Chairs rather than on other equipment. 
Typewriters, duplicators, and adding machines were the 
machines most commonly used by the business departments. 
About one-third of the schools reported that the Burroughs 
adding machine was the machine most commonly owned. Eighty-
nine of the 108 adding machines were operated manually. 
About one-fourth of the schools did not have a single adding 
machine. 
The Mimeograph was owned by aJ.most three-fourths of the 
schools. Very few of these, however, were operated 
electrically. None of the schools had a Multigraph. 
The largest classification of machines was the typewriters 
with a total of 1,620. About 82 per cent of the schools 
had Royal typewriters. Only one electric typewriter was 
listed, the I. B. M. The number of typewriters ranged from 
one to 50 of a kind. 
As very little information was available on the ages of the 
machines, the conclusion would be that the majority of the 
adding machines were six years old, or less. 
No significant findings could be recorded on the bookkeeping 
machines. 
The billing machine was over 10 years old. 
The calculators averaged seven years old. 
The majority of the wire recorders and tape recorders were 
from 1-3 years old. 
The addressing machines averaged four years old. 
Almost two-thirds of the duplicators were six years old, 
or less. 
31. Over one-half of the typewriters were six years old, or 
less. One-fifth, however, were 10 years or older. 
32. Many of the Mimeoscopes, Niagarascope, and Speed-0-Scope 
machines were six years old, or less. 
33. As many of the respondents did not know the accurate ages 
of the machines, and many did not estimate the ages, an 
accurate conclusion could not be reached. 
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34. Although educators recommend definite trade-in policies on 
the various office machines, the data from the Florida 
schools did not reveal any information. In most instances 
machines were traded when money was appropriated or 
obtained through fund drives. 
35. The findings show that the adding machines and typewriters 
were traded every seven years and duplicators every eight 
years. 
36. Typewriters were the machines most needed by respondents, 
and computing machines were the next preferred. 
37. A large proportion of respondents desired the smaller 
machines, perhaps because it was hard to get money 
appropriated for new machines and also because the schools 
were small, and training was limited. 
53 
The schools in Florida. were rather poorly equipped. A large number 
of schools had but one type of machine with the exception of the 
typewriters. Very few schools had bookkeeping and billing mac~ines or 
voice recorders and writers. Many schools were just starting a business 
education department. In some instances the schools had business 
education departments, but they taught few courses in office machines. 
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APPENDIX 
.APPDDIX A 
DEAl HIGF SCHGOL 
SHREh'S.BURY I MASSAC~JSETTS 
December 1, 1950 
Dear Business Educator, 
I am conducting a survey of the office machines courses 
in your state. This study is being conducted under the 
direction of Professor Lester Sluder of Boston University. 
The pU.rnoae of this survey is to determine hoH \•Tell the 
schools are equipped, from the standpoint of number. 
age, and variety of machines and to determine ways of i~ 
proving instruction in the office machine~ field. 
Your co-operation and promptness in replying are very 
imnortant if this study is to be a success. Even though 
you do not have any office machines, \<lill you please reply 
to thi a survey. 
Enclosed you will find the check list, t\\TO copies of the 
survey renort. and a self-addressed envelone. You may 
keen one cony of the survey renort for your inventory of 




(Miss) Anna K. Nelson 
Survey rePOrt (2) 
Self-addressed envelone 
APPENDIX :B 
CHECK LIST 5S 
! Survel ~ Office Machines !Q Florida ~ Schools 
1. Name of respondent··---------------------------------------------------------
City 
2. Name of high school. or 
------------------------To\'ltl 
Be sure to ans11rer the follo\dng question, No. J, as all data \dll be classi-
fied according to enrollments. 
3. Size of high school enrollment, grades 10-12. ______________________________ __ 
4. Please check belo\.,r the size of your community. 
Under 5,000 5,000-10,000 10.000-25.000 Over 25,000 
5. On \•rhat grade level is office machines offered? 
------~a. lOth grade 
___ b. 11th grade 
----':. 12th grade 
6. Please indicate the teaching plan used in your school. 
------~a. Plan 1--the student spends a period of time on a given machine, then 
changes to another machine until all machines have been 
studied. 
_______ b. Plan 2--each student onerates the same kind of machine at the same 
time until he obtains vocational ~roficiency. 
-----~c. Plan 3--students assume the positions of office employees, perform 
the activities related to the positions, and, at intervals, 
the students are assigned to different positions. 
----~d. Other---(Specify) __________________________________________ ___ 
7. For whom is your office machines course compulsory? 
_______ a. StenograPhic and secretarial students 
_______ b. Clerical student~ 
_______ c. Bookkeeping students 
_______ d. All business students 
____ e. Other 
8. In the spaces opposite the following classification of students taking office 
machines, list the periods taught, length of period,and average enrollment. 
Periods Periods Length .Qf Average~ 
.§ day ~\'leek clas.s period rollment per 
class 
Examule: Stenogra:ohic ( 1 ) ( 5 ) (4o) ( 20) 
Stenographic and 
Secretarial students ( ) ( ) ( ) ( ) 
Clerical students ( ) ( ) ( ) ( ) 
Eookkeeuing stQdents ( ) ( ) ( ) ( ) 
All buG1nes-a students ( ) ( ) ( ) ( ) 
Other ( ) ( ) ( ) ( ) 
APPENDIX :B (Continued) 
CHECK LIST (Continued) 
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9. Ras a recent survey been made by your school of the office machines used in 
your emDloyment area? Yes No ____ _ 
10. Are you nlanning to make such a survey in the near future? Yes No 
·---
11, To \•rhat extent are the kinds of machinee used in your school similar to those 
used in business? 
_______ a. Very few are similar 
_______ b. About one-half are similar 
_______ c. Majority are similar 
12. To '"hat extent does your office machines course prepare students for beginning 
business positions? 
Acguaintance~hi~ "i'/orking KnO\iledge Vocational 
Oomoetencl 
Stenogre:ohic and 
Secretarial students ( ) 
Clerical students ( ) 
BookkeePing students ( ) 
All business students ( ) 
Other ( 
l3. By ,,•rhat method do you obtain ne,.·r equipment? 






______ b. Purchase upon request of teacher or supervisor 
_______ c. Rent machines needed 






___ e. Other (Snecify). _________________ -:--------
14. Please check the tyne of nrovisions made for the repairing of machines. Check 
as many as annly. 
______ a. Repaired or checked every year 
___ b. Renairs made every 6 months 
___ c. Renairs made every 3 months 
_____ d. • Repairs made only '"hen breakdo\•ms ocour 
___ e. Other (Specify) ______________________ _ 
15. Is a c~uree of study used in your office machines course? Yes No ____ _ 
16. Do you feel that your course of study should be revised? Yes ______ No ____ _ 
17. Indicate the major improvements you '"ould like made in your course . 
------~a. Preparation of job sheets for various office machines 
______ b. Employment of a co-OP.erative training ~rogram 
___ c. Pu.rchase of more equi'Pment 
---~d. Add.i. tional teacher to allo,·r for more eneciali zed training 
___ e. Other {nTA~ify) 
.A.'E'PlmDIX C 
SURVEY OF OFFl CE MAC:W:NES 
' .... . • ... , _ _ • • ...-.. ........ . ""'" .... _ _ __ ...,,.. ,. ........ ,. .. . ............... ....... . . . . ..... ...... ..... . ... . .... . .... ......... . ...... ..... .... . ..... - . -# ' .. ... . ...... .. . . . - · · -
. ·-6o 







*Example: Ty-oewri tars,· Roysl ( 30) ( 1 ) 
COMPUTING MACHINES 
1. Adding Machines 
a. Allan Wales ( ) ( ) 
b. Burroughs ( ) ( ) 
c. Monro~ ( ) ( ) 
d. Remington Rand ( ) ( ) 
a. Underwood-Sundstrand ( ) ( ) 
f. Victor ( ) ( ) 
g. Others ( ) ( ) 
2. Bookkeening Machines 
a. Bank Statement 
Make 
-------
( ) ( 
( ) ( 
b. Burroughs ( ) ( ) 
c. Elliott-Fisher ( ) ( ) 
d. Monroe ( ) ( ) 
e. Underwood-Sundstrand ( ) ( ) 
f. Remington Rand ( ) ( ) 








































( ) ( ) 
( ) ( ) 
( ) ( ) 
( ) ( ) 
( ) ( ) 
( ) ( ) 









Average Number of 

















































·~nlana_t_ion: Resnondent has 30 manual tyPe'·Tri ters (Royal) and l electric tyoe-
\aiter (Royal); 6 are 1-3 years old; 10 are 4-6 years old; 10 are 
?-9 yea.rs old, and 5 are 10 years or more. The average number o-r 
year13 before trade -l.n is 6 ;re.a.rs, arJ.d "N>1:morl.dor.t ,,rould 1ike 5 
addi 'clon.aJ machines. 
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SURVEY OF OFFICE MACHINES (Continued) 61 
------ -----· ·-- - . ·· -· ····· ---~--. - _ ... ·---~-- -·-· ........... ...... ....... .. ....... ,,, ____ ~--·--······-········-··-"··· .. ·········-.. . 
Total No. Age Average Numbel' Of 
of of No. of Additional 
Machines Machine a Years Mach. You 
Before Feel are 
t? t~ til .., Trade-in Needed 




rl h >. >:. >:. 
a:l +" h g () (<'\ . \.D ()'\ ., (]) 1 
_J c-L a) rl r-i ;:1 ~ rr1 
... .... ..... · ···-~·"tlf'""''''''' ' '''-·-··· · ·· ···· ···· ···· ·· ·· ··· · · ·· -- ····· · · .•........ . .......... ·-······ ·· . 
DICTATING MACHINES 
l. Voice Recorders and 
Writers 
a. Dictaphone 
Transcriber ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
Recorder ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
Shaving ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
b. Ediphone 
Transcriber ( ) ( . ) ( ) ( ) ( ) ( ) ( ) ( ) 
Recorder ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
Shaving ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
c. Sound Scriber ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
d. Au do graph ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
e. Wire Recorder ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
f. Tape Recorder ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
g. Others ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
DUPLICATING MACHINES 
l. Addressing Machines 
a. Metal :Plate ( ) ( ) ( ) ( ) ( ) ( } ( ) ( ) 
b. Stencil Plate ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
c. Others ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
2. Duplicators 
a. Fluid ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
b. Gelatin ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
c. Mimeograph ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
d. Junior Liberator 
( S-peed-0-Print) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
e. Multi granh ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
f. Other a.. ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
( ) ( ) ( ) ( ) ( ) ( ) ( ( ) 
APPENDIX C (Continued) 
SURVEY OF OFFICE MACHINES (Continued) 
Total No. Age Average Number of 
of of llo. of Additional 
Machines Machines Years Mach. You 
Before Feel are 
Trade-in Needed 
Vl Vl (ll Q) 
0 ~ ,... ,... ,... 
..... cO cO Cl! 0 
rl f-t Q) Cll Q) e 
cO .p >. >. >. ~ 0 J-t Cll ('"\ "' 0'\ 0 rl ~ J rL ::-.: ril 0 · 
rl 
..... ................ TYPE~i:Rr TE'Rif ..... ................. ...... ______ 
···--·-·········· .. ····-··-······-···---·····-··············· ........ -·- ······· --------. - ------·-·-·····-·-- . ··-····-· 
l. r. B. M. ( ) ( ) ( ) ( } ( ) ( } ( ) ( ) 
2. L. c. Smith ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
J. Remington Rand ( ) { ) ( ) ( ) ( ) ( ) ( ) ( ) 
4. Royal ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
s. Underwood ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
6. Long Carriage ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
. 7. Others ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
( ) ( ) ( ) ( ) ( ) ( ) ( ) ( 
MISCELLANEOUS 
1. Check i'lri ter ( ) ( ) ()()()() ( ) ( } 
2. Mimeoscol)e ( ) { ) ()()(){) ( ) ( ) 
J. s,.n tchboard ( ) ( ) ()()()() ( ) ( ) 
4. ( ) ( ) ()()()() ( ) ( ) 
5· ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
6. ( ) ( ( )()()() ( ) ( ) 
7· ( ) ( ( )()()() ( ( 
On the lines above, please add additional machines which do not fit the nrevious 
categories. 
.APPENDIX D 
Dear :Business Educator, 
:Beal High School 
Shrewsbury, Massachusetts 
Jan'lla17 10, 1951 
On December 1, 1950 I sent y-ou a check list and a 
survey report on your office machines and equipment. 
As I have not y-et heard from y-ou, I ass'tmle that y-ou 
have either forgotten or mislaid this material. 
I would appreciate it if y-ou would return this 
inf9rmation to me by JanU8.17 19. 
Sineerely- y-ours, 
